
HHD, DIVISION WEST, FIRST UNITED STATES ARMY 
 IN-PROCESSING CHECKLIST 

 
RANK ______ LAST NAME ____________________ FIRST NAME _________________ M.I.______ 
 
SSN ______  -  ____  -  _______ SECTION ____________ DUTY PHONE _________________ 
 
S-1 

• _______   SIGN-IN ON DA 647-1   
       
• _______   3 COPIES OF ASSIGNMENT ORDERS 

  
• _______   MEAL CARD (IF APPLICABLE) 

       
• _______   CG’s POLICY LETTERS 

        
• _______   SRP PACKET  

         
• _______   PERIOD COVERED ON LAST NCOER / OER    

 
                        (FROM_________________ TO _________________)  
      
• _______   FAMILY CARE PLAN (IF APPLICABLE) 

      
• _______   MAILROOM (BLDG _________ – IF APPLICABLE)  
     
• _______   NEWCOMER’s BRIEFING  
                     
• _______   ADD TO ALPHA ROSTER 
   
• _______   ADD TO PACIDN LIST       

  
• _______   CFN   
         
• _______   G8 / GOVERNMENT TRAVEL / CREDIT CARD ( DIVISION WEST,  

                                LT KELLY, USA MSN SPT, MR WALLY CASIO, BLDG 1430 
 

• _______   RETENTION NCO (ENLISTED ONLY) (SFC STAATS – BLDG 1219) 
   
• _______   FAMILY PRACTICE CLINIC  (EVANS ARMY HOSPITAL) 

 
• _______   LARSON DENTAL CLINIC (BLDG 1227)  

 
 
• _______   EDUCATION CENTER (BLDG 1117)  
    
• _______   MAINTENANCE SHOP (MOTORPOOL – BLDG 8000 NW CORNER-1st FL)  
 
• _______   EQUAL OPPORTUNITY BRIEFING (HHD XO ,BLDG 1660)   

     
S-2 

• _______   G2 / SECURITY BRIEFING (BLDG 1430 RM 140) 
 
     

 
S-3 



HHD, DIVISION WEST, FIRST UNITED STATES ARMY 
 IN-PROCESSING CHECKLIST 

 
• _______   DA 705 / APFT CARD       _______   WEAPONS CARD         _______   PROFILE     

   
         
       

 
S-4 

• _______   MILITARY CLOTHING RECORD PRINTOUT    
  

• _______   OCIE CHECKLIST (NCO’S AND OFFICERS ONLY)  
    
• _______   ORDERS  
         
• _______   7ID PATCHES, PT BELT, & UNIT CRESTS 
      
• _______   INITIAL ISSUE CHECKLIST (IF APPLICABLE)     

 
 
 
 
 
_______   FIRST SERGEANT INTERVIEW (1SG HOWELL)     
                                                  
 
_______   COMPANY COMMANDER INTERVIEW (CPT REMPFER)  
 
 
Needed when you in-process 

• 3 copies of the soldiers' orders 
• Last NCOER/OER 
• PT Card 
• Weapons Card 
• Profile 
• Clothing statement 
• SRP Packet 
• DA 647-Sign/In Sheet 

• CIF Printout 


